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April 26, 1995 
Ms. Helen T. Zeigler, Director 
Office Of General Services 
1201 Main Street, Suite 420 
Columbia, South Carolina 29201 
Dear Helen: 
LlJTiiER F. CARTER 
EXECI.JI1VE DIRECTOR 
Attached .is the South Carolina Vocational Rehabilitation 
Department audit report and recommendations made by the Office of 
Audit and Certification. I concur and recommend the Budget and 
Control Board grant the Department a three (3) year certification 
as outlined in the audit report. 
Sincerely, 
~*t~~ Acting Mater~=~Management Officer 
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February 9, 1995 
Acting Materials Management Officer 
Office of General Services 
1201 Main Street, Suite 600 
Columbia, South Carolina 29201 
Dear Voight: 
JOHN DRUMMOND 
CHAIRMAN, SENATE FINANCE COMMilTEE 
HENRY E. BROWN, JR. 
CHAIRMAN, WAYS AND MEANS COMMI1TEE 
LUTHER F. CARTER 
EXEClJI1VE DIRECTOR 
We have examined the procurement policies and procedures of the South Carolina Vocational 
Rehabilitation Department for the period, January 1, 1992 through December 31, 1994. As part 
of our examination, we studied and evaluated the system of internal control over procurement 
transactions to the extent we considered necessary. 
The evaluation was to establish a basis for reliance upon the system of internal control to 
ensure adherence to the Consolidated Procurement Code and Department procurement policy. 
Additionally, the evaluation was used in determining the nature, timing and extent of other 
auditing procedures necessary for developing an opinion on the adequacy, efficiency and 
effectiveness of the procurement system. 
The administration of the Department is responsible for establishing and maintaining a system 
of internal control over procurement transactions. In fulfilling this responsibility, estimates and 
judgments by management are required to assess the expected benefits and related costs of 
control procedures. The objectives of a system are to provide management with reasonable, but 
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not absolute, assurances of the integrity of the procurement process, that affected assets are 
safeguarded against loss from unauthorized use or disposition and that transactions are executed 
in accordance with management's authorization and are recorded properly. 
Because of inherent limitations in any system of internal control, errors or irregularities may 
occur and not be detected. Also, projection of any evaluation of the system to future periods is 
subject to the risk that procedures may become inadequate because of changes in conditions or 
that the degree of compliance with the procedures may deteriorate. 
Our study and evaluation of the system of internal control over procurement transactions, as 
well as our overall examination of procurement policies and procedures, were conducted with 
professional care. However, because of the nature of audit testing, they would not necessarily 
disclose all weaknesses in the system. 
The examination did, however, disclose conditions enumerated in this report that we believe 
need correction or improvement. 
Corrective action based on the recommendations described in these findings will in all material 
respects place the South Carolina Vocational Rehabilitation Department in compliance with the 
South Carolina Consolidated Procurement Code and ensuing regulations. 
\.A.~~\.~0' 
Larry G. Sorrell, M--;;ag~r 
Audit and Certification 
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SCOPE 
We conducted our examination in accordance with Generally Accepted Auditing Standards as 
they apply to compliance audits. Our examination encompassed a detailed analysis of the internal 
procurement operating procedures of the South Carolina Vocational Rehabilitation Department 
(hereafter referred to as the Department) and its related policies and procedure's manual to the 
extent we deemed necessary to formulate an opinion on the adequacy of the system to properly 
handle procurement transactions. 
We selected a judgmental sample for the period January 1, 1992 through December 31, 1994, 
of procurement transactions for compliance testing and performed other audit procedures that we 
considered necessary to formulate this opinion. Specifically, the scope of our audit included, but 
was not limited to, a review of the following: 
(1) All sole source, emergency and trade-in sales procurements for the period January 1, 1992-
December 31, 1994. 
(2) Procurement transactions for the period July I, 1992 to December 31, 1994 as follows: 
a) One hundred tenjudgmentally selected procurement transactions 
b) An additional block sample of twenty-five sealed bids and ten quotations 
c) A block sample of five hundred numerical purchase orders from the audit period reviewed 
for order splitting and favored vendors 
(3) Surplus Property disposition procedures 
(4) Minority Business Enterprise Plan and reports for the audit period 
(5) Information Technology Plans and approvals for Fiscal Years 92/93 and 93/94 
(6) Internal procurement procedures manual review 
(7) Real Property Management Office approvals of leases 
(8) Blanket Purchase Order files 
(9) Eleven permanent improvement projects and their Architect & Engineer selections were 
reviewed for compliance with the Manual for Planning and Execution of State Permanent 
Improvements 
(10) File documentation and evidence of competition 
3 
RESULTS OF EXAMINATION 
The Office of Audit and Certification performed an examination of the internal procurement 
operating policies and procedures and related manual of the South Carolina Vocational 
Rehabilitation Department for the period January 1, 1992 through December 31 , 1994. 
Our on-site review was conducted December 5 through 19, 1994 and was made under the 
authority as described in Section 11-35-1230(1) of the South Carolina Consolidated Procurement 
Code. The audit was performed primarily because the three year certification granted the 
Department by the Budget and Control Board is to expire September 15, 1995. Additionally, the 
Department requested increased certification limits as follows: 
Goods and Services 
Consultants Services 
Information Technology 
$25,000 
25,000 
25,000 
Case Service Funds 25,000 
Construction Services change orders to contracts previously approved by 
the State Engineer's Office for $15,000 per commitment. 
Since our previous audit in 1991 , the Department has maintained what we consider to be a 
professional, efficient procurement system. We did note, however, the following points that 
should be addressed by management: 
UNAUTHORIZED PROCUREMENT 
The following procurement was not approved by the Purchasing Department prior to the 
implementation of the service. 
PO# P.O. DATE P.O. AMOUNT DESCRIPTION 
95-10862 711 /94 $1 ,600 Registration Fee 
The above item was a registration fee for participants for a summer day camp. The 
procurement was made in April 1994 but the purchase order was not approved until July 1994. 
The Purchasing Office was bypassed and a contract was entered into by an unauthorized 
individual. Regulation 19-445.2015 defines an unauthorized procurement as " ... an act obligating 
the State in a contract by any person without requisite authority to do so by appointment or 
delegation ... " . 
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We recommend the designated individual prepare a written determination as to the facts and 
circumstances surrounding this unauthorized procurement and submit it to the Commissioner for 
ratification. 
TRADE-IN APPROVALS 
The Department failed to obtain the Materials Management Officer's approval of the trade-in 
sales in the six instances noted below: 
ITEM# DESCRIPTION TRADE-IN VALUE PO# QUARTER OF TRADE-
IN 
1 Mailing Machine $1,387 94-13754 01-01-94/03-31-94 
2 Mailing Machine 1,412 94-13753 01-01-94/03-31-94 
3 Pool Table 650 90-12836 01-01-92/03-31-92 
4 Buffer 995 92-14464 01-01-92/03-31-92 
5 Mailing Scale 615 93-12141 10-01-92/12-31-92 
6 Time Recorder 510 OA93- 10-01-93/12-31-93 
13969 
Regulation 19-445.2150, Subsection E, states, "The trade-in value of such personal property 
shall not exceed five hundred dollars ($500). When the trade-in value exceeds five hundred 
dollars ($500), the governmental body shall refer the matter to the Materials Management Officer 
for disposition by the office". Section 11-35-3830(3) of the Code states, "Governmental bodies 
shall submit quarterly to the MMO a record listing all trade-in sales". 
We recommend the Department comply with these requirements on future trade-in 
transactions. 
TIME AND DATE STAMPING OF QUOTATIONS 
During our sample review we noted at least six occasions where the Purchasing Office 
received responses to quotations and neither the envelopes nor the quotations were dated and/or 
time stamped nor were the envelopes kept to verify timeliness of receipt. 
We recommend the Purchasing Office either keep the original time/date stamped envelopes or 
time and date stamp each quotation form when opened so that a timely receipt of responses can 
be verified. 
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DRUG-FREE WORKPLACE CERTIFICATION 
In our review of sole source and emergency procurements, we noted nine that exceeded 
$50,000 and did not have the required drug-free workplace certification from the vendor. This 
certification states that the vendor is in compliance with the South Carolina Drug-Free Workplace 
Act. The exception transactions are as follows: 
P.O. DESCRIPTION AMOUNT DATE TYPE 
95-35208 Transportation $ 63,240 07-01-94 Sole Source 
95-11858 License Fee 150,000 09-12-94 Sole Source 
95-23177 Maintenance Agreement 200,000 09-12-94 Sole Source 
95-35314 Client Transportation 55,800 07-01-94 Sole Source 
92-15072 Construction 80,107 02-11-92 Emergency 
93-10017 Dictation system 109,987 07-01-92 Sole Source 
94-11284 Services 62,627 08-27-93 Sole Source 
94-35208 Client Transportation 55,680 07-01-93 Sole Source 
94-35314 Client Transportation 55,800 07-01-93 Sole Source 
Section 44-107-10 et seq. of the South Carolina Code of Laws requires on any resultant 
contract of $50,000 or more that a certification be obtained from the recipient stating that the 
vendor maintains a drug-free workplace. The certification needs to be obtained on future 
contracts greater than $50,000 for sole source and emergency procurements. 
REPORTING OF EMERGENCIES 
The following emergencies met the Code required competition levels and therefore should not 
have been reported as emergencies. The items are as follows: 
ITEM P.O.# DESCRIPTION AMOUNT DATE 
1 93-13514 Roof repair $610.50 11-19-92 
2 93-13318 HAVCrepair 648.00 11-02-92 
3 93-13207 Water heater repair 879.00 09-17-92 
4 93-14646 HAVCrepair 924.70 01-15-93 
5 93-14645 HAVC repair 552.50 01-15-93 
6 93-14458 Truck repair 600.00 01-13-93 
7 93-16509 Repair door 894.44 04-14-93 
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ITEM P.O.# DESCRIPTION AMOUNT DATE 
8 93-18001 HAVC repair 715.10 06-28-93 
The Department is in the practice of reporting emergency procurements even though the 
required competition levels have been met. The determination in each of these cases made a 
reference to other vendors that were solicited. Regulation 19-445-2100 B (2) on small purchases 
states in part, ... "verbal or written quotations from a minimum of two qualified sources of supply 
shall be made". Since the requirement was met, these purchases should not have been reported. 
We recommend the Department only report true emergencies as defined by the Code and 
Regulations. 
7 
CERTIFICATION RECOMMENDATIONS 
As enumerated in our transmittal letter, corrective action based on the recommendations 
described in this report, we believe, will in all material respects place the South Carolina 
Vocational Rehabilitation Department in compliance with the South Carolina Consolidated 
Procurement Code and ensuing regulations. Corrective action should be accomplished by March 
31, 1995. 
Under the authority described in section 11-35-1210 of the Procurement Code, subject to this 
corrective action, we will recommend recertification for (3) years at the levels below: 
PROCUREMENT AREA 
Goods and Services 
Consultants 
Information Technology 
Case Services Funds 
RECOMMENDED CERTIFICATION LEVELS 
$25,000* 
$25,000* 
$25,000* 
$25,000* 
Construction Services change orders to contracts previously approved by the State Engineer's 
Office for $15,000 per commitment. 
* Total potential purchase commitment whether single year or multi-term contracts are used. 
J~C~~ 
Audit Manager 
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1410 Boston Avenue • Post Office Box 15 • West Columbia, South Carolina 29171..()()15 ~ 
Mr. Larry G. Sorrell, Manager 
Audit and Certification 
Office of General Services 
April 7, 1995 
1201 Main Street, Suite 600 
Columbia, South Carolina 29201 
Dear Mr. Sorrell: 
We have reviewed the results of your procurement audit for the 
period January 1, 1991 through December 31, 1994, and concur with 
the findings as reported. We have taken appropriate measures to 
assure future compliance with all audit points. 
We appreciate the professional manner in which tl\is audit was 
conducted and the helpfulness exhibited by your staff. 
PCLjr:mrb 
Sincerely, 
f)~~-
P. Charles LaRosa, Jr. 
Commissioner 
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April 24, 1995 
Acting Materials Management Officer 
1201 Main Street, Suite 600 
Columbia, South Carolina 29201 
Dear Voight: 
LlJiliER F . CARTE.R 
EXECIJTlVE DTRECTOR 
We have reviewed the South Carolina Vocational Rehabilitation 
Department's response to our audit report for January 1, 1992 -
December 31, 1994. Also, we have followed the Department's 
corrective action during and subsequent to our field work. We 
are satisfied that the Department has corrected the problem areas 
and the internal controls over the procurement system are 
adequate. 
Therefore, we recommend that the Budget and Control Board grant 
the South Carolina Vocational Rehabilitation Department the 
certification limits noted in our report for a period of three 
(3) years. 
Sincerely, 
Larry G. Sorrell, Manager 
Audit and Certification 
LGS/tl 
MARlON U. DORSEY, P.E. 
OFFICE OF 1l{E 
STATE ENGINEER 
(803) '137.()710 
VOIGHT SHEALY 
STATE 
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(803) 737-0600 
RON MOORE 
INFORMATION 
TEOiNOLOGY 
MANAGEMENT 
(803) 737-0600 
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